
MANUSCRIPT PREPARATION AND SUBMISSION 

QUICK REFERENCE CHECKLIST 

A supplement  to the “Preparing Your Manuscript” online tutorial 

DOCU ME N T  SE T  U P  

CREATE  A  BAS IC  DO CUM ENT  F I L E  BEFORE  ATTEMPT ING  TO  FORMAT .  

COMPLETE  ALL  ED I TS  AND REVIS IONS  WITHIN  TH IS  F I L E .  

S TART  BY  INSERT ING  PAGE  AND SE CT ION  BREAKS  FOR  ENT IRE  MANUSCR IP T .  

ASS IGN PAGE N UMBERS  IN  UPPER  R IGHT CORNER  OR  BOTTOM CENTER .  

USE  LOWER  CAS E ROMAN NUM ERALS  ( i ,  i i ,  i i i )  FOR  FRONT MATTER .  

USE  ARAB I C  NUMERALS  (1 ,  2 ,  3 )  FOR  BODY  TEXT .  

MA R GIN S ,  F ON T ,  A N D  S P A C IN G  

SET  L E FT  MARGIN  TO 1 .5  INCH AND TOP ,  R IGHT ,  AND BOTTOM MARGINS  TO  1  INCH.  

USE  A  PROFESS IONAL  Q UAL I TY ,  12-POINT  FONT  FOR  TEXT .  

USE  THE  FONT S IZE  FOR  HE ADINGS ACCORDING TO  PUBL ICAT ION STYL E .

DOUBLE -SPACE MANUS CR IPT  (1 . 5  SPACES  WITH  COMMITTEE  APPROVAL ) .  

SPACE  REFERENCES  AND  QUOTAT IONS  ACCORDING  TO P UBL ICAT ION STYLE .  

FRON T  MA T TE R  

L I S T  CURRENT  DEGREE  AFTER  PREVIOUS  DEGREE (S )  O N AB STRACT P AGE.  

COMPLETE  AND ‘SAVE  AS ’  AP PROVAL  AND T I TLE  P AG E TEMPLATES  FROM O GS S I T E .  

COPY ED I T ED APPROVAL  AN D T I TLE  PAGES  TO  M AIN  DOCUMENT F I L E .  

ENSURE  APPROVAL  PAGE  APPEAR S  AS  PAGE  i  AND T I TLE  PAGE AS  P AGE  i i .  

COPY AND PASTE  R EMAIN ING PAGES  O F FRON T MATTER  IN  MAIN  DOC UMENT  F I L E .  

COM M ON  P RO BLE MS  

MAKE  SURE  FORMATT ING  OF  FRONT MATTER  M EETS  ALL  R EQUIREMENTS .  

MAKE  SURE  MARGINS  AN D PAGE  NUMBERS  ARE  CORRECT  AND CONS ISTEN T .  

FORMAT  LANDSCAP E -OR IENTED  F IGURES  AND  TABLES  CONS ISTENTLY .  

CHECK  TABL E  OF CONTE NTS  AGAINST  THE  BODY  TEXT  FOR  CONS ISTENCY .  

PROVIDE  ALL  THE  APPROPR IATE  COMPLETED MANUSCR IPT  FORMS .  

MA N U SCR IP T  SU BM ISS I ON  

CONVERT  MANUSCR IPT  T O  S INGLE  EL ECTRONIC F I L E  IN  PDF FORMAT.  

SAVE  CONVER TED P DF  F I L E  AND OR IG INAL  F I L E  AS  SEP ARATE  DOCUMENTS .  

REV I EW THE P DF  F I L E  FOR  CORRECTNESS  (PAG INAT ION  AND FORMAT) .  

SUBMIT  COMPLETED  MANUS CR IPT  FORMS .  

REG ISTER  AT  THE  LOBO VAULT  D IG I TAL  REPOS I TORY .  

NOTI FY  OGS MANUSCR IP T  COORDINATOR OF  THE  LOBOVAULT  R EG ISTRAT I ON.  

TRANSMIT  MANUSCR IPT  TO  LOBOVAULT  AS  A  S I NGLE  PDF  F I L E .  
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